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Records Lifecycle

Records Appraisal

Retention Schedules



● Record lifecycle
○ retention, disposition, custody

● what the law says you have to do during the lifecycle
● figuring out the lifecycle for each record

○ appraisal, assessing value
○ permanent vs non-permanent

● working with archives / archives processes
○ retention schedules, GRS, disposition authority (remember 

how the law said it had to be approved?)
■ grs process
■ SSRS process
■ political subdivisions

○ records center
■ preparing records, process to transfer, access after



Welcome!

• Use chat box for questions / tech issues

• Or un-mute yourself to ask a question

• Recording will be posted to YouTube, along with 

a link to the slides



Part 1 - 2/9

Why RIM?

What is a record?

Getting started



Part 2 - 2/16

Record Lifecycle

Retention/Disposition

Records Appraisal

Retention Schedules

General Retention Schedules

Series Retention Schedules



Part 3 - 2/23

Social Media

Databases

Email

Chat/IM/Text Messages

Shredding After Digitizing



1. How much RIM experience 
do you have?

A. Less than a year

B. 1-2 years

C. 3-5 years

D. 5-10 years

E. More than 10 years



Have you ever sent boxes to 
Archives / Records Center?

A. Yes

B. No

C. Not sure

D. I'd rather not say



Issue: How long do I keep this 
record?

● Record lifecycle, retention, disposition

● The law

● Records appraisal

● Retention schedules, general retention schedules, 

series retention schedules



Records Lifecycle



Record Lifecycle
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Record Lifecycle: Creation
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In agency custody

• Records are still in custody, even if 

physically located elsewhere

• Custody = agency responsible for:

• Managing records

• Maintaining records

• Providing access to records

Inactive records
● used infrequently (once a 

month or less)
● still have to be retained
● can be stored off-site



Record Lifecycle: Disposition
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A. Until issue is resolved, destroy 
(transitory correspondence, GRS-1759)

B. 3 years, destroy 
(local administrative correspondence, 

GRS-1760)

C. 7 years, destroy 
(state administrative correspondence, 

GRS-48)

D. Not sure

2. How long should you keep it?





A. Until issue is resolved, no longer than 1 year, destroy 
(transitory tracking records, GRS-1720)

B. Until superseded or final action, 

destroy 
(information governance records, 

GRS-1713)

C. Database entries are not records

D. Not sure

3. How long should you keep it?



Retention 
Schedules



archives.utah.gov/rim/retention-schedules.html



General Retention Schedule

Retention Schedule Types
Series Retention Schedule



General Retention Schedule

General Retention Schedules



Approval Authority for 
Retention Schedules

Records Management 
Committee (RMC)

● State History director (or 
designee)

● State Archives director (or 
designee)

● Member of Utah State Bar

● Member w/experience in 
public finance

● Private sector records 
manager

● Political subdivisions 
representative

● News media 
representative



Idea / 
suggestion

Preliminary 
plan & 

information 
gathering

RIM specialist 
feedback

Stakeholder 
feedback

Archives 
Appraisal 

Committee

Records 
Management 

Committee

GRS approval process



Major Updates

● significant description change

● consolidation (non-duplicative)

● consolidation which changes 

retention

● retention change

● disposition change

● discontinuation

● new GRS

Major/minor GRS updates
Minor Updates

● description updates for consistency, 
typos, grammar

● consolidation (duplicative)
● citation updates
● title updates or changes



Approval Authority for General 
Retention Schedules

Records Management 
Committee (RMC)



• Once a schedule has been approved, it is considered active, 

and supersedes all previous versions of that schedule. 

• Records being managed according to these schedules must 

align with the current general schedule description and 

retention, regardless of their creation date. 



Need Feedback from 
Stakeholders

• Email

• Website

• In-person

You!

archives.utah.gov/rim/grs-updates.html

https://archives.utah.gov/rim/grs-updates.html




A. Until issue is resolved, no longer than 1 year, destroy 
(transitory tracking records, GRS-1720)

B. 3 years, destroy
(reimbursement files, GRS-1833)

C. 7 years, destroy
(state accounts payable/receivable, 

GRS-1854)

D. Not sure

4. How long should you keep it?





A. Until issue is resolved, no longer than 1 year, destroy 
(transitory tracking records, GRS-1720)

B. 4 years, destroy
(purchase orders & requisition records, GRS-1544)

C. 7 years, destroy
(state accounts payable/receivable, GRS-1854)

D. 7 years after expiration of contract, destroy
(contract and lease records, GRS-1731)

E. Not sure

5. How long should you keep it?







Series Retention Schedule
Series Retention Schedule



Series retention schedule

Create a SRS if:

• Records are not depicted in any GRS

• Retention period differs from GRS

• You'd prefer to do so for your own internal 

records management purposes (e.g. 

classification, file plan, etc.) [OPTIONAL]



Series retention schedule

Create a SRS to utilize Archives services:

• Records stored at the State Records Center

• Transferring records to be preserved at the 

State Archives

• Records reformatted by Reformatting section



SRS creation process

• Submits proposed 
Retention Schedule

• Answers questions about 
records

• CAO signs finished 
proposed schedule

• Reviews and revises

• Asks questions

• Posts proposed 
schedule online

• Submits schedule to 
RMC for approvalGov. Agency

State Archives

•Reviews proposed 
retention schedule

•Discusses schedule at 
open meeting

•Approves, tables, or 
denies schedule

Records Management 
Committee





A. Until issue is resolved, no longer than 1 year, destroy 
(transitory tracking records, GRS-1720)

B. 2 years after resolution of issue, 

destroy
(employee & program productivity 

records, GRS-1698)

C. 7 years, destroy
(state administrative correspondence, 

GRS-48)

D. Not sure

6. How long should you keep it?





A. Issue is resolved, no longer than 1 year, destroy 
(transitory tracking records, GRS-1720)

B. Until superseded or final action, destroy
(information governance records, GRS-1713)

C. Final action, permanent
(government construction as-built plans, GRS-1789)

D. Permanent
(recorded surveys and index, GRS-384)

E. Not sure

7. How long should you keep it?



Records Appraisal



Appraising Records

• Administrative

• Fiscal

• Legal 

• Historical

• ^ always permanent





Appraising Records

• Administrative

• Fiscal

• Legal 

• Historical

• ^ always permanent



A. Administrative

B. Fiscal

C. Legal

D. Historical

8. What value does it have?



9. What value does it have?

A. Administrative

B. Fiscal

C. Legal

D. Historical



10. What value does it have?

A. Administrative

B. Fiscal

C. Legal

D. Historical



What value does it have?

A. Administrative

B. Fiscal

C. Legal

D. Historical



Assessing Value

Administrative need = 20 years?



11. What does permanent mean?

A. Indefinitely

B. As long as possible

C. As long as I'm here

D. Forever



Permanent does NOT mean "as 
long as I am here"

"We've got to get our clients to think of long-term 

investments."

"By long-term, I mean until we retire."



Permanent means forever

Permanent = forever. Never destroy, delete, lose

Long-term retentions:

• 50 years after dissolution of the republic, then 

destroy

• 10,000 years, then destroy



Historical value = transfer to 
State Archives

•Historical value

• Organization’s history 

• Research interest

• Intrinsic value

• Age 

• Content 

• Unique features



Historical value = transfer to 
State Archives

• State Archives takes 

custody

• Preservation

• Access via Research Center 

in Salt Lake City





A. Until issue is resolved, destroy 
(transitory correspondence, GRS-1759)

B. 3 years, destroy
(customer request or complaint records, 

GRS-1783)

C. 5 years after separation, permanent 
(state executive correspondence, GRS-1758)

D. 7 years, destroy
(state administrative correspondence, GRS-48)

E. Not sure

12. How long should you keep it?



The Law



Records Laws

PRMA – Public Records Management Act 
(Utah Code 60A-12)

GRAMA – Government Records Access and 

Management Act 
(Utah Code 63G-2)

Uniform Electronic Transactions Act 
(Utah Code 46-4)



Records are property of the 
state

Do not intentionally

• destroy

• mutilate

• damage

• dispose of

the record copy contrary to a properly 

adopted retention schedule!



Mandated to maintain & 
destroy

Utah Code 63G- 2-604 – Retention and disposition of records.

(1) (a) . . . .each governmental entity shall file with the State Records 
Management Committee a proposed schedule for the retention and 
disposition of each type of material that is defined as a record under 
this chapter. 

(b) After a retention schedule is reviewed and approved by the State 
Records Management Committee under 40 Subsection 63G-2-502(1)(b), 
the governmental entity shall maintain and destroy records in 
accordance with the retention schedule.

(c) If a governmental entity subject to the provisions of this section has 
not received an approved retention schedule for a specific type of 
material that is classified as a record under this chapter, the model 
retention schedule maintained by the state archivist shall govern the 
retention and destruction of that type of material.



State Archivist

State Archivist is the official custodian of 

non-current records of permanent 

value:

• Historical records have met retention

• Agency is done maintaining them

• Agency becomes obsolete



Options for political 
subdivisions
• May adopt internal ordinances that are applicable within 

their jurisdiction

• Retention schedules

• Appeals processes in compliance with GRAMA

• Must provide records schedules, policies, ordinances to the 
State Archives for review

• Must transfer historically valuable records to State Archives 
if requested

Utah Code Section 63G-2-701

http://le.utah.gov/xcode/Title63G/Chapter2/63G-2-S701.html




A. 2 years after resolution of issue, destroy 
(employee and program productivity records, GRS-1698)

B. 10 years after resolution of issue, destroy
(program and project analysis records, GRS-1277)

C. 10 years, permanent
(audit records, GRS-1727)

D. Permanent
(annual or official reports, GRS-3)

E. Not sure

How long should you keep it?



So… how long should I keep 
this record?

• What is the record's administrative/fiscal/legal 

value? 

• How long will it be valuable?

• Is it historically valuable?

• Are there any laws regarding its retention?

• Does it match an existing retention schedule?



Questions?

?
Renée Wilson, RIM Specialist, Utah State Archives

reneewilson@utah.gov

801-531-3842

Find your RIM specialist at archives.utah.gov/rim/records-analysts.html

mailto:reneewilson@utah.gov
http://archives.utah.gov/rim/records-analysts.html


• Records created on paper that have to be kept 
permanently should not be destroyed.

• Please send them to the State Archives for 
preservation.

Permanent Paper Records



• Inactive records
• Secure, free off-site 

storage
• Custody held by 

government agency
• Agency may request 

records

Transfer records as necessary

Utah State Records Center



Utah State Archives

• Repository for historical 
records

• Custody held by State 
Archives

• Access via the Research 
Center or online

Utah State Archives



Procedure for 
Transferring Records

1. Identify record series number
*May need to schedule the records, which 
takes time

2. Purchase boxes from Office Depot
3. Prepare and Arrange records
4. Label boxes



Procedure for Transferring Records 
(cont.)

5. Inventory records

6. Submit Record 
Transfer Form (RTF) 

7. Arrange boxes
8. Arrange delivery

8 boxes per layer

archives.utah.gov/recordsmanagement/transferring-records.html



Activity: 
Label boxes



Box A: How would you label this box?



Answer for A



Box B: How would you label this box?



Answer for B



Box F: How would you label this box?



Answer for F



You need a file 
that has been 

“archived”





You receive a Box 
Destruction 

Eligibility letter 
for records that 
you store at the 
Records Center



Destroy records as necessary

•Retentions are not just a minimum

•All copies of a record should be destroyed at the 
same time as the record copy (or 
before)—regardless of format

•Utah Code 63G-2-604(1)(b) (GRAMA)



Appropriate Destruction of Records

•Shredding or burning
• reputable company

•So information CANNOT be pieced 
back together or recovered

•State Records Center will destroy, 
with your authorization, at no cost 
to you



Tips for managing destruction:

�Establish a routine
�Assign responsibilities clearly
�Document the following in a destruction log:

•Authorizing retention schedule
•Date of destruction
•Person who disposed of them



Disposition is delayed if records are:
•Ongoing investigation
•Required for possible litigation
•Litigation hold 
•Pending GRAMA request
•Being used in an audit 

ISO 15489-1  (9.9)



General RIM Specialist – 801-531-3863, recordsmanagement@utah.gov

• Education agencies (school districts, charter schools, colleges, etc.)

Renée Wilson – 801-531-3842, reneewilson@utah.gov

• State agencies, Elected state agencies, legislature 

Avalon Snell – 801-531-3866, avalonsnell@utah.gov

• State agencies, Special Districts

Heidi Steed – 801-531-3860, hsteed@utah.gov

• Local agencies, law enforcement, courts

Contact your RIM Specialist with questions

mailto:recordsmanagement@utah.gov
mailto:reneewilson@utah.gov
mailto:avalonsnell@utah.gov
mailto:hsteed@utah.gov


Record Storage Specialists at the State 
Records Center 

*801-525-3020  *recordscenter@utah.gov
Lisa Catano (Manager), Jim Duke, Chaz Leech


